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Welcome to the Olympus Grants Request Management System

• The Olympus Grants Request Management System accepts grant applications for eligible healthcare 
events taking place in the Americas and/or events coordinated by organizations based in the 
Americas.

• In order to access our system, you must create a user account. Only registered users can submit
grant requests. This Registration Guide provides step-by-step instructions to create your account.

• In January 2018, the Olympus Grants Request Management System was upgraded to accept grant 
applications from Latin America. In order to submit requests, users of our previous Latin American 
grants portal must create a new user account in our upgraded system. (We were unable to transfer 
data from our previous portal.)

• Before submitting a request, review our program website for detailed information about the types of 
support we offer, additional eligibility requirements and an overview of the application process. For 
step-by-step instructions for creating a request in our system, download our Application Guide.

• Applications must be submitted at least 60 calendar days before your event start date.

• Olympus sales and marketing personnel are not permitted to participate in the grants process 
and will not have any information regarding the status of your request. Please direct all grant 
inquiries to the Olympus Grants Team- Americas. Thank you.

Olympus Grants Team- Americas

484-896-3939 | grants-americas@olympus.com

System Functionality Notes

− Use Internet Explorer or Google Chrome to access our site

− In order to view important on-screen messages, pop-up windows must be enabled. To learn how to turn off 
your pop-up blocker, click your browser’s name: Internet Explorer 11 | Google Chrome | Safari (iOS)

− To avoid losing your work, do not use your browser’s “Back” button. Use the Back and Proceed arrow
buttons at the bottom of each page to move within the registration and application screens.

https://grants.olympusamerica.com/
http://www.olympusamerica.com/grants
https://www.olympusamerica.com/independent-medical-microscopy-education-latin-america#anchor-link-content-2986
mailto:grants-americas@olympus.com
https://support.microsoft.com/en-us/help/17479/windows-internet-explorer-11-change-security-privacy-settings
https://support.google.com/chrome/answer/95472
https://discussions.apple.com/thread/4271925?start=0&tstart=0


U.S./Canadian Requestors: You must select English. Requests submitted in other languages will not be accepted.

Latin American Requestors: You may select English, Spanish or Portuguese.

Olympus Grants Request Management System > Home Page

Getting Started
To create a user account, begin by selecting your Preferred Language, then click Register.

New Users: Click Register to begin.
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TIP – Do you really need to create a new user account or did 

you just forget your password? Click here to request a password- 

reset email. If you don’t receive the email within 15 minutes, you 

may need to create a new account. Call Olympus Grants Team- 

Americas at 484-896-3939 for assistance.

TIP - Scroll down 

for Contact Us 

and Terms of 

Use links

New Users: Click Register to begin



Enter a keyword from your 

Organization’s name…

…then click Search.

Search for Your Organization
Type a keyword from your Organization’s legal name, then click Search.

My Account > Organization Information

TIP - Throughout the system, hover your pointer 

over the blue question mark icons to reveal 

additional instructions or field descriptions
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grants-americas@olympus.comOlympus Grants Team- Americas

mailto:grants-americas@olympus.com


My Account > Organization Information

If a potential Organization 

match is found, click the 

radio button (white circle) in 

the Select column to review 

this Organization’s details.

TIP - If Next > is 

in bold, there are 

additional matches 

on the next page.

Click to view.

Review Your Search Results
Review the list of Organizations found to determine if any of them are yours.

➢ If there’s a potential match, click on the radio button (white circle) in the Select column and proceed to Page 6.

If no matching Organization is found, search again using another keyword or 

the Tax ID number. If there is still no match, click “Add a New Organization.”

➢ If there are no matches, search again using a different search term or Tax ID. If there are still no potential matches, 

click Add a New Organization and proceed to Page 9.
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IMPORTANT- For purposes of post- 

program reconciliation and refund 

compliance, Olympus reviews the 

performance of different departments 

separately for universities, hospitals, 

and similar multi-department 

organizations

To ensure accurate tracking, 

please select an existing 

organization entry only if it reflects 

your specific department address

“Is this your organization?” If the address 

shown does not match your department/ 

location’s current (or recent past) address, click 

Add a New Organization and turn to Page 9.

My Account > Organization Information

Review a Potential Organization Match
After you click the radio button in the Select column, the system will display additional details about the Organization you 

picked. Review the Organization entry carefully (especially the Tax ID) to ensure this is your correct Organization.

If this is your organization,

select Yes and click Proceed.

You will have another 

opportunity to review (and 

update) the Organization 

Address on the next screen.
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My Account > Organization Address

Review Organization Address
Review the Organization Address one more time to ensure that you have selected the correct Organization. If the Address 

listed does not reflect the current (or recent past) address of your specific department or location, click the Back arrow and 

select “Add a New Organization on the previous page.”

If the address shown doesn’t 

match your department/

location’s current (or recent 

past) address, STOP. Click the 

Back arrow, click “Add a New 

Organization” on the previous 

screen and turn to Page 9.Select “Yes” if the listed 

address matches your 

department/location’s 

current address.

Select “No” if the listed 

address is a recent past 

address for your 

department/location that 

needs to be updated.
Screen shot continued on next page.
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If your organization is accredited, you’ll 

be able to review the accreditation 

information stored in our system, as well.

Screen shot continued from previous page.

After you’ve selected 

“Yes,” the listed address 

is correct, click Proceed 

and turn to Page 12.

IMPORTANT – If the listed address is NOT correct, click

Back, click on the previous

screen and turn to Page 9.

My Account > Organization Address

Review Organization Address, cont.
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Select the Country in which the headquarters of your Organization is located. Please complete all required fields marked 

with a red asterisk (*). Required fields vary based on Country.

My Account > Organization Information

Select your Non-Profit Tax Status 

(501c3 or 501c6) as specified on 

your W-9 and/or IRS Determination 

Letter. If neither applies, select 

“Other Non-Profit.”

After you’ve completed this section, click

Proceed and turn to Page 11.

Tax ID is required. Enter the Taxpayer 

Identification Number (TIN) or Employer 

Identification Number (EIN) assigned by 

the Internal Revenue Service (IRS).

Your W-9 must be signed 

and dated within the past 

two years. An outdated 

form will delay any grant 

requests you submit.

Reminder: In order to be eligible for 

Olympus grant support, you must be 

a non-profit organization.

You must enter your Organization’s 

Legal Name as registered with the 

federal government.

IRS Determination Letter 

is required for all 501c3 

and 501c6 organizations.

Add a New Organization

➢ If your Organization is based in the United States, review the tips below.

➢ If your Organization is based outside the United States, please turn to Page 10.
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My Account > Organization Information

For Tax Status, please select 

“Other Non-Profit.” 501c3 and 

501c6 are only to be used by 

non-profit organizations in the 

United States.

Tax ID is required. Enter the identification number 

assigned to your organization by your country’s 

taxing authority. For example, Canadian 

Organizations should enter the number assigned 

by the Canada Revenue Agency.

Please upload your most current 

versions of these required documents.

You must enter your Organization’s 

Legal Name as registered with your 

federal government.

Reminder: In order to be eligible for 

Olympus grant support, you must be 

a non-profit organization.

After you’ve completed the 

Organization Information section, click 

Proceed to advance to the next 

screen. Turn to Page 11.

➢ If your Organization is based outside the United States, review the tips below.

Add a New Organization, cont.
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Provide your Organization’s address and contact information, as well as its accreditation status. Please complete all 

required fields marked with a red asterisk (*).

My Account > Organization Address

TIP – Your Organization Legal Name will be 

copied over from the previous screen.

Enter complete 

contact information 

for your Organization.

IMPORTANT – Your Address 

should reflect your specific 

department/location. Post office 

boxes are not accepted.

Is your organization 

accredited? Select 

“Yes” if you have the 

ability to offer continuing 

education credit.

TIP - If you respond “Yes,” you will 

be prompted to identify the Accrediting 

Body and upload your organization’s 

current Accreditation Certificate

After you’ve completed the Organization 

Address tab, click Proceed to advance 

to the next screen.

Add an Organization Address
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Check the Availability of Your Email Address
Enter the email address with which you’d like to register and click “Check Availability.”

My Account > User Information

Enter your email address, 

then click Check Availability. A 

green check mark means you 

are able to register with the 

email address you entered.

If you receive an error message, it means that your email address is

already in use in our system. Perhaps you’ve registered previously or 

someone else provided your email because you’re an Authorized Signer. 

Unfortunately, in order to submit grant requests, you must register 

using a different email address. We apologize for the inconvenience.

TIP
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– Need a different email address?

Ask your organization’s IT department 

to create an email alias that will 

automatically forward to your primary 

email account.



Re-enter your email address, create a password, and provide the contact information detailed below.

My Account > User Information

Once your email address has been 

accepted, additional fields will appear 

for you to enter your User Information.

IMPORTANT - Your Password must be between 8 

and 12 characters. Do not exceed 12 characters or 

you may have trouble logging in!

Please provide a Secondary Contact.

Secondary Contact information will only be used 

for urgent matters if you cannot be reached.

Enter a Secondary Phone (such as a 

mobile number) to be used for urgent 

matters if attempts to reach you by email 

and Primary Phone are unsuccessful

Screen shot continued on next page…
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Enter Your User Information



If you are not authorized to enter into a grant contract on behalf of your organization, select “No” and 

complete the additional fields that appear. Contact information for the Authorized Signer is required

be

is

IMPORTANT - The Authorized Signer will 

contacted directly by Olympus if an award 

made and will be required to take action to 

accept the award. Please notify the 

Authorized Signer to expect email 

communication from Olympus

IMPORTANT – Only select “Yes” if you have the legal authority to enter into contracts on behalf of your 

organization. If you’re unsure, please contact your Legal Department or CME office for guidance.

Screen shot continued from previous page

My Account > User Information

Provide the Name and Contact Info for the Authorized Signer
Please specify the Authorized Signer, that is, the person at your organization who has the legal authority to enter into 

contracts with Olympus. This individual is typically someone from your legal department or continuing medical education 

(CME) office. Should your grant request be approved, this individual will be responsible for signing Olympus’ Letter of 

Agreement. Failure to provide the correct person could delay fulfillment of your award if your grant request is approved.

Click Proceed to continue.
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Registration > Compliance Commitment

Review and Accept the Compliance Commitment
Review the terms and conditions of Olympus’ Compliance Commitment. Should a grant be approved, Olympus’ Letter of 

Agreement (LOA) will be the sole agreement executed by Olympus. You must accept the Compliance Commitment in order 

to proceed.

Screen shot continued on next page…
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Registration > Compliance Commitment

Screen shot continued from previous page

TIP - Clicking the Letter of Agreement (LOA) link will 

open a sample contract in a new window. Should an 

award be made, the Olympus LOA will be the sole 

agreement executed by Olympus

Select “I Agree” to acknowledge

the terms and conditions of the 

Compliance Commitment

To complete registration and

create your user account,
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click Proceed.

Review and Accept the Compliance Commitment, cont.



Registration > Thank You

This on-screen “Thank You” message confirms your registration. You will also receive a confirmation email from our system 

email address noreplygr@olympus.com.

Click Proceed to view your 

“My Actions” welcome screen

Your Registration is Complete

grants-americas@olympus.com
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Olympus Grants Team- Americas

mailto:noreplygr@olympus.com
mailto:grants-americas@olympus.com
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